
 
 

 
 
 
 

 
 

 
User Guide 

 
November 2015 

 
 
 
 
 
 
 

 

 

 
SEXUAL ABUSE TREATMENT INFORMATION SYSTEM 



SATIS User Guide                                                                  November 2015 

Page i 

Sexual Abuse Treatment Information System 

Table of Contents 

Section 1:  Overview of the Sexual Abuse Treatment Information System ................................. 1 

1.1       Purpose of the System ............................................................................................... 1 

1.2 Introduction to the System .......................................................................................... 1 

1.3 Introduction to the User Guide .................................................................................... 1 

1.4 System Security .......................................................................................................... 3 

1.5 General Data Entry Information .................................................................................. 4 

Section 2:  Accessing SATIS ...................................................................................................... 6 

2.1 User Login .................................................................................................................. 6 

2.2 Sexual Abuse Treatment Information System Main Menu .......................................... 7 

Section 3: Abuse Report Number Search ................................................................................... 8 

3.1 Abuse Report Number Search .................................................................................... 8 

Section 4: Demographic ............................................................................................................. 9 

4.1 Demographic Screen .................................................................................................. 9 

4.2 Demographic Create/Update Screen .........................................................................10 

4.3 Demographic Screen: Instructions for Data Entry ......................................................12 

Section 5:  Intake ......................................................................................................................14 

5.1 Intake Information Search Screen..............................................................................14 

5.2 Accessing the Intake Create Screen ..........................................................................15 

5.3 Creating and Updating Intakes ..................................................................................16 

5.4 SATP Intake Information Screen: Data Entry Fields ..................................................17 

Section 6:  Service ....................................................................................................................24 

6.1 Service Information Search........................................................................................24 

6.2 Service Create/Update from Intake ............................................................................26 

6.3 Service Screen: Instructions for Data Entry ...............................................................26 

Section 7:  Provider ................................................................................................................. 288 

7.1       Provider Search Screen .......................................................................................... 288 

7.2       Provider Information Screen: Instructions for Data Entry ......................................... 299 

Section 8:  Referred No Service ................................................................................................32 

8.1       Referred No Service ..................................................................................................32 

8.2       Viewing Referred No Service Search Results ............................................................32 

8.3       Adding Referred No Service Documentation .............................................................33 

8.4       Instructions for Data Entry .........................................................................................33 

Section 9:  Reports ...................................................................................................................34 

9.1       SATIS Report Menus............................................................................................... 343 



SATIS User Guide                                                                  November 2015 

Page ii 

9.2       Exporting, Printing & Saving Management Reports ...................................................35 

9.3       VOCA Monthly Performance Reports ........................................................................37 

Section 10:  System Guide (User Manual) ................................................................................39 

Appendix A: Reports .................................................................................................................41 

Appendix B: Office Codes .........................................................................................................53 

 



SATIS User Guide  November 2015 

Section 1  Page 1 

Section 1  
Overview of the Sexual Abuse Treatment Information System 

 

1.1 Purpose of the System 

This guide provides an overview of the operations of the Sexual Abuse Treatment 

Information System (SATIS). The system was created to meet the data needs of the 

Sexual Abuse Treatment Program (SATP) and Children’s Medical Services (CMS). It 

does so by tracking client intakes and service provision, reporting monthly performance 

and billing information to the Office of the Attorney General; reporting Victims of Crime 

Act (VOCA) for those clients whose services are paid by VOCA, and determining 

program compliance with contractual requirements. This system provides program staff, 

therapists and managers with the ability to follow a case from the date services were 

initiated, until the date the case was closed. Key elements of the system include the 

online display of case-specific information, management reports, a list of questions and 

answers, and a user guide for use by both Sexual Abuse Treatment Program and 

Children’s Medical Services staff.  

 

1.2 Introduction to the System 

The SATIS version 1.0 is a .NET web-based program in that it is accessible via Internet 

Explorer. The web browser runs over a secure sockets layer (SSL). This encrypts the 

data transmission between the client computers and the server that holds the SATIS 

data.  

The Child Protection Program Office and the Department of Health Information 

Technology Division currently support SATIS. Once SATIS users enter data at their local 

SATP offices, reports can be pulled from this statewide system. These reports capture 

various elements, which are listed below. 

 

1.3 Introduction to the User Guide 

This guide is designed from the perspective of a SATP program user inputting data for 

new and existing clients. It is divided into sections that correlate to the major data entry 

screens and reports. These screens and their functions are as follows: 

 Abuse Report # Search – This search generates search results based on the 

client ID, or name of Client. 

 Demographic – This record provides specific information on each client in the 

data system (name, address, age, race, disability etc).   
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 Intake – This record provides information on document initiation and termination 

dates, abuse type, alleged maltreatments, and the other information pertaining to 

that specific client. 

 Service – Tracks all types of services provided by the therapist. 

 Provider – Contains information regarding individuals who provide client 

services. Could be a caseworker, therapist, etc. Records may be searched by 

program office code, Provider ID, or Provider Name.  

 Referred No Service – Contains information regarding the total number of 

referrals to the program that resulted in the services not being provided. 

 Reports – Generates information by the individual program and statewide 

system. The drop-down menu lists the reports for SATP Client Demographic, 

Clients Served (VOCA), Clients Served Service, and Number of Services – 

Monthly, Caseload by County, Monthly Report Data, and Referred No Service. 

 System (User) Guide – This selection allows the user to access this document 

online. When updates are made to SATIS a notice will be placed on this entry 

screen so that an updated guide can be downloaded. 

 User Options – Displays option to show or not to show calendar pop-up tables, 

as well the user’s security level. 

 Child Protection Team – This selection links back to the Child Protection Team 

Information system. 

 Logout – This logs user out of system and closes browser window. 

Figure 1.1 Main Menu  
(Administrator view) 
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Each section of this guide contains multiple screenshots for reference, followed by 

descriptions of various options and detailed instructions for the selected screens. Many 

of the fields contain drop-down menus that require the user to select the appropriate 

information from a list. Most of the codes are included in the instructions for data entry 

found within each specific section of the guide.  

There are two ways to access the website. If the user has been granted access to both 

CPTIS and SATIS, they will need to open Microsoft Internet Explorer and type in the 

system address:   

https://adminapps35.doh.state.fl.us/CPTIS/main.aspx 

After clicking on the hyperlink “Sexual Abuse Treatment Program” on the side menu, the 

system will bring the user to SATIS. 

 If the user has been granted access only to SATIS, they will need to open 

Microsoft Internet Explorer and type in the system address:   

https://adminapps35.doh.state.fl.us/CPTIS/SATPMain.aspx 

 If the user has been granted access only to SATIS via Single Sign-on, please 

refer to Section 2.1, Single Sign-on.  

 

1.4 System Security 

SATIS will use the Single Sign-On (SSO).  After the user enters a unique user ID and 

password to logon to the network of the Department of Health (DOH), the user will be 

able to click on the URL to access the system without being asked for the user ID and 

password again. The system will automatically verify the DOH login with the system 

login. The user ID contains the security codes necessary for the various security profiles. 

There are four security levels for this system. 

 Administrator (Level I) – Allows the user to update records, view reports, and 

delete demographic information in the system.  Only designated program office 

staff have approval for this access level.  

 View Only (Level II) – Allows the user to view records and print reports. This 

level does NOT have the ability to delete information.  

 SATP Manager (Level III) – Allows the user to delete intakes and services, and 

to add and update all records for the appropriate program.  

 SATP User (Level IV) – Allows the user to add and update, but not delete, any 

records. 

When an individual with a SATP User or View Only profile accesses the system, the 

Delete buttons on various screens will not be displayed as to not allow these users the 

ability to delete any information. Additionally, with View Only permissions, the option to 

https://adminapps35.doh.state.fl.us/CPTIS/main.aspx
https://adminapps35.doh.state.fl.us/CPTIS/SATPMain.aspx
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create a new record (by means of clicking on the “New” checkbox) found on the main 

menu (as shown in figure 1.1) will not be displayed.  

A user’s ID and password must not be shared with anyone, including other persons who 

have access to SATIS. Please contact the CMS program office for access requirements 

and user setup. 

 

1.5 General Data Entry Information 

 Each screen has multiple fields for data entry. Use the Tab button on the 

keyboard to move from field to field, or the mouse to position for a select point of 

entry. 

 Screens that contain red field labels are mandatory fields that must be completed 

in order to create and update a record for that particular screen. 

 To help clarify information, a pale-yellow box will appear over most data entry 

fields in order to provide the user with a “tool tip.” A user can find the tool tip by 

hovering the mouse-pointer over the entry field. 

 Some screens have required fields for record closure/case termination. These 

fields do not contain any special markings, however the system will prompt the 

user with instructions on what fields must be completed before the user is able to 

successfully update the screen. 

 All applicable fields should be completed as they may affect the accuracy of case 

specific information and management report results. Detailed guidelines for data 

entry, including the instructions and requirements for creating a new record or 

completing a case closure, are outlined in the sections related to individual 

activity screens. 

 All date fields will prompt the user to select a date from a pop-up calendar that 

will automatically format the field with date slashes and the MMDDYYYY entry 

format.  

 A user must select “Update” to add or update a record. 

If the record is accepted, the screen returns and you 

will receive a confirmation message at the top of the 

screen, “Update Successful.” If the user changes 

screens before clicking “Update,” all new entries 

will be lost. Throughout this manual the graphic to the 

right reminds users to click “update” to save work. 

 Number and letter keys will position the pointer in a drop-down list. This function 

is keyed off the first number or letter of the entry. The arrow keys can be used to 

move up and down among the entries of a drop-down list.     
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 In order to display full screens, resolution can be adjusted on a user’s by 

completing the following steps: 

o Click on “Start” at the bottom left, and select “Control Panel” 

o Click on the icon “Display” 

o Select “Settings” 

o At the bottom left of the Settings, you will see “Screen Resolution” 

o Reset Resolution to 1280 by 960 pixels by moving the down arrow 

backwards or forwards 
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Section 2 
Accessing SATIS 

 

2.1 User Login 

To access the SATIS system, the user will open Microsoft Internet Explorer, and type in 

the system address:  

https://adminapps35.doh.state.fl.us/CPTIS/satpmain.aspx. 

If a user has already logged on to the DOH network, the user can access the system 

directly by clicking on the system address. If accessing the system from outside the 

DOH network, the system will prompt the user to input DOH credentials at a SSO (Single 

Sign-On) screen. At the Login SSO Screen shown in Figure 2.1 below, the user will 

proceed to enter a user ID and password, and press “Enter,” or will click on the Log In 

button. 

Figure 2.1 Login SSO Screen 

 

 

If the user ID and password are validated, the user will be taken to the Main Menu 

screen as shown in figure 2.2. 

After 18 minutes of inactivity, a message will remind the user that the session is soon to 

expire.  “Ok” to continue, or “Cancel” to logout and close the web browser. If inactivity 

persists, the system will automatically log the user out and the system will return to the 

login security screen. 

https://adminapps35.doh.state.fl.us/CPTIS/satpmain.aspx
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2.2 Sexual Abuse Treatment Information System Main Menu 

The main menu screen, as shown in Figure 2.2, allows access to the abuse report 

number search, demographic, intake, and service screens; both in search and create 

modes. The user is also able to access the number of referred no services for a specific 

SATP office. Additionally, the main menu allows users access to screens to create or 

update provider information and to access both statewide and program specific reports. 

Figure 2.2 Main Menu 

 

 

The menu bar is also available from all screens and has searching capabilities which 

allow the user to search for Abuse Report #, Demographic, Intake, and Service directly 

from the menu by client ID, abuse report number, or name searches depending on the 

select screen. The user will select a button next to the type of record to search, input in 

the required search criteria in the blank search field, and click “Go!” 

Required parameters include: 

 Client ID must be nine alphanumeric characters. 

 Abuse Report Number must be formatted #### - ###### (dash required, no 

spaces). 

 Name searches must be formatted Last, First (do not include a space after 

comma). A partial name or the first letter of the first name is also a search option. 

If dealing with two last names, place a hyphen between the two then a comma, 

followed by the first name. 
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Section 3 
Abuse Report Number Search 

 

3.1 Abuse Report Number Search 

All abuse reports that have been received by Child Protection Team (CPT) are included 

via this search feature. You can search by either the client ID or name in the format of 

last, first name (see section 2.2).   

To search, click on Abuse Report # Search on the side menu of the main screen. Enter 

the client ID or name in the search field and click “Go.” The search results will return as 

shown in Figure 3.1. 

Users may want to conduct this search before entering a client into the Intake if an 

abuse report number has yet to be provided. 

 

Figure 3.1 Abuse Report # Search 

 

 

To help the user identify the abuse report number associated with a specific client, the 

search results include the following fields: Abuse Report #, Client ID, Last Name, First 

Name and Birth date. 

It is recommended to write down the abuse report number.  It is needed when creating 

an intake.   
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Section 4 
Demographic 

4.1 Demographic Screen 

The next step in creating a child record in SATIS is the creation of a demographic 

screen. To determine if a demographic screen already exists for a particular child, SATIS 

offers the ability to search for demographic records by Client ID, Abuse report #, and 

Name (see section 2.2). It is important for users to first complete a search prior to 

creating a new demographic, and to check the accuracy of the client ID entered for the 

search (pseudo number, social security number, and real name). Failure to do so will 

result in duplicate demographic screens being created. When a search is submitted, the 

results are returned in the format shown in Figure 4.1. 

Figure 4.1 Demographic Search Results 

 

If the search criteria results in only one record being returned, the user will be taken 

directly to that demographic record (See figure 4.3). If not, a listing of records that meet 

the search criteria will appear as shown in Figure 4.1. If the record that is being 

searched for is located, the user will click on the Client ID and will be taken directly to the 

demographic record. The following columns of information are returned for each record 

to help identify the correct demographic record: 

1. Client ID – This is a link to the demographic record for the corresponding client. 

2. Last Name – Last name of client. 

3. First Name – First name of client. 

4. Middle Initial – Middle initial of client (if available). 

5. Date of Birth – Birth date of client. 

6. Address – Address of client (if available). 

7. City – City of client (if available). 
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4.2 Demographic Create/Update Screen 

If the demographic search does not find an existing record, a new demographic record 

must be created prior to entering a registration. Demographics can be created from the 

Abuse Report Review Screen as previously described or by selecting Demographic on 

the menu bar, entering a Client ID (formatted nine characters alphanumeric), checking 

New, and clicking the “Go!” button as shown in Figure 4.2. 

Figure 4.2 Main Menu  

 

 

New demographic selections will take the user to the screen shown in Figure 4.3. The 

Client ID will be automatically populated from the ID entered in the main menu search 

bar. 
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Figure 4.3 Demographic Information 

 

 

If a prior demographic record with the same Client ID has been entered, SATIS will 

automatically take the user to that demographic record. In the case of a pseudo Client 

ID, it may be necessary to use a different ID.   

Do not overwrite existing demographic information with new client information.  

This will not create a new client, but will replace the existing client’s information.  

However, if the user has the client’s social security number -- once it’s verified that the 

demographic is the same child -- the user may overwrite the pseudo number with the 

social security number, along with any other updated information. The user must click 

Update to save any changes.   

When trying to update an existing Client ID or pseudo ID, users may occasionally get the 

message, “Client ID exists, please enter a unique number.” This means the user is not 

allowed to duplicate the Client ID that is already in the system. In this case, the user will 

have to fill out the Request to Merge Client ID or Delete Client Record available 

through the following link. The user must submit the forms to the program office for 

validation. Link: 

http://dohiws.doh.state.fl.us/Divisions/CMS/PrevenInterven/Forms/ClientDelReq.doc 

 

http://dohiws.doh.state.fl.us/Divisions/CMS/PrevenInterven/Forms/ClientDelReq.doc
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4.3 Demographic Screen: Instructions for Data Entry 

Data field descriptions and parameters (i.e. drop-down choices) for the Demographic 

screen are as follows. Mandatory input fields are identified in red. 

1. Client ID – The system will pass the Client ID that the user has entered on 

the Intake/Referral Screen. 

2. Last Name – Client’s last name. Last Name field consists of a maximum of 

20 characters. 

3. First Name – Client‘s first name. First Name field consists of a maximum of 

16 characters. 

4. M. Init. – Client’s middle name initial. Middle Initial field consists of a 

maximum of 1 character. 

5. AKA (Also Known As) – Enter any known aliases or nicknames. The system 

currently does not use this field in completing name searches. 

6. Address – Street address of where client resides. This field consists of a 

maximum of 30 characters. 

7. City – Client’s city of residence. 

8. State – Client’s state of residence. 

9. Zip code – Client’s residential zip code. 

10. Phone – The telephone number at the client’s residence. Field contains a 

format mask of (###)###-####. 

11. County – County in which client resides. 

12. Country – The country that the client is from, or has migrated from.  
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13. Date of Birth – Client’s date of birth. User will use the pop-up calendar to 

select a date (MM/DD/YYYY). 

14. Disability – “Yes” if the record indicates any known medical or visibly 

obvious disabilities. Choose “No” if the record does not indicate any known 

medical or visibly obvious disabilities. Choose “Unknown” if any knowledge of 

disabilities is unknown. 

15. Race – Client’s race. 

 

 

16. Sex – Client’s sex. 

 

17. Comments – Available for the user to enter comments as necessary. The 

field consists of a maximum of 255 characters.  

 

Important Note: As always, users must click “update” to save the data entered on the 

screen. Moving off the screen by using the back arrow in the browser or by clicking on a 

different link before clicking “update” will result in the loss of all new data. 
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Section 5 
Intake 

The intake screens are designed to record individual SATP cases. Specific guidelines for 

creating intakes (criteria for accepting a referral for services) are detailed in the SATP 

Handbook. The intake screen can be accessed through the demographic screen or by 

searching on the main menu. 

 

5.1 Intake Information Search Screen 

Users can search for registration records by client ID, abuse report number, and/or 

name of client. Once a search is submitted, the results are returned in the format shown 

in Figure 5.1. When the user finds and clicks on the abuse report number (first column), 

the user will be taken to the intake screen. However, if the user clicks on the client ID in 

the second column, the user will be guided back to the demographic screen. If the 

criteria search results in only one record being returned, the user will be taken directly to 

that intake record. If the client has not been registered in SATIS, the system will display 

the message, “No Record Found.” The user will then need to follow instructions for 

creating a new intake (figure 5.3). 

Figure 5.1 Intake Search Results 

 

 

The following columns of information are returned for each intake search: 

1. Abuse Report Number – Links from the intake record for that Client ID to Intake 

ID. 

2. Law Enforcement Number – The law enforcement number from the law 

enforcement report. 

3. Client ID – Links to the demographic record for that Client ID. 
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4. SATP Intake ID – This intake number automatically generated by SATIS to 

distinguish intakes under a single client with the same abuse report number. 

5.  Last Name – Last name of client. 

6. First Name – First name of client. 

7. Middle Initial – Middle initial of client (if known). 

8. Date of Birth – (DOB) date of birth of client. 

9. Address – Address of client’s residence (if known). 

10. City – City of client’s residence. 

 

5.2 Accessing the Intake Create Screen 

If the user cannot locate any intake records for a specific client, a new intake can be 

created. However, new intake records can only be created through the Demographic 

screen, shown below. Clicking on the “Go to Intake” button directs the user to the intake 

screen (either new or existing) for the corresponding client. 

Figure 5.2 Go to Intake 

 

If a demographic record for that client ID already exists, it is recommended that the user 

verify that the information is correct before proceeding to the Intake screen. For a new 

client, a new demographic record will be created for the corresponding client ID.  
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Please remember that all mandatory fields must be filled 

before proceeding to the intake. Once the record has been 

verified or all requisite information has been entered, the 

“Update” button must be selected. If the user fails to update 

the record, all altered and new information will be lost and will 

have to be reentered into the system. Once the information is 

updated and saved, the user may continue to the intake 

screen by clicking on the “Go to Intake” button. 

 

5.3 Creating and Updating Intakes 

After clicking on the abuse report number from the search results screen, the user will be 

taken to the SATP Intake Information screen (figure 5.3 shown on next page). 

If there are pre-existing, terminated intakes for a client with the same core abuse report 

number, SATIS will assign a subsequent intake number to distinguish the separate 

intakes.  SATIS will not permit more than one open intake (intakes without a termination 

date and reason for termination) per client.  If the user attempts to create a new intake 

with an existing intake that is not yet terminated, the system will display a runtime error 

message. 

Important Note: The SATP intake, described below, currently acts as the referral form 

for the rest of the SATIS system. It is referred to as an “intake form” for consistency 

throughout the state. The user only completes an intake if and when the client chooses 

to accept CPT services. 
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Figure 5.3 SATP Intake Information 

 

 

5.4 SATP Intake Information Screen: Data Entry Fields 

1. Abuse Report Number – Abuse report number from FSFN report or “Abuse 

Report # Search” on side Menu if number already exists in SATIS/CPTIS. 

2. Generate # - Use the [Generate #] button only if an Abuse Report Number or 

Law Enforcement Report Number is not available.  (The SATP Office value will 

need to be selected first.) 

3. Law Enforcement Report Number – Number on law enforcement report. 

4. Therapist – Type of therapist. 
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5. Service County – County of service provision. 

6. SATP Office – Office location of record creation. 

7. Referral Date – Date of any request for SATP assessment or treatment 

services.  (Required field) 

8. Referral Source – Source of referral. User to select from drop-down menu. 

 

9. Client Type – Any person eligible for therapeutic services as defined in the 

Florida Administrative Code and the SATP Model Plan. User to select from drop-

down menu.  (Required field) 

 

If user selects “Victim,” a new drop-down menu will appear for the user to select 

the “Perpetrator’s Relationship to Victim.”  

 

10. Perpetrator’s Relationship to Victim – The relationship of the perpetrator to 

the victim.  
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Figure 5.4 

 

11. Termination Date – Date when client services were terminated based upon 

completion of services or in which a client dropped out. 

12. Reason for Termination – The reason why the intake record may have been 

terminated. User to select from a drop-down menu. 

 

If the user selects “Other” from the drop-down list, the system will automatically 

display a comment box for the user to specify the reason in more detail (maximum 

of 250 characters) 
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Figure 5.5 

 

13. VOCA – (Victims of Crime Act Determination) Victim assistance grant program 

which authorizes federal financial assistance to states for the purpose of 

compensating and assisting victims of crime and providing funds for training and 

technical assistance (shown as a check-box) 

14. Victim Status – Status of victim will be either “Primary” or “Secondary.” User 

selects choice from a drop-down menu. 

15. Initial Contact Date – Date in which contact was first made with client. 

16. Intake Date – Captures the date in which the client came to the program to 

sign the admissions paperwork and begin services. 

17. Comments – Additional comments. The user may only use up to 250 

characters within the text field. If over, a message will appear to inform the user 

of too much data used. Any text above that limit will not be saved. 
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18. Linked Abuses – The user may use this field if other records can be linked. 

o Abuse Report Number – Abuse report number to link to. 

o Law Enforcement Number – Law enforcement number to link to. 

19. Abuse Type – Any willful or threatened acts that result in physical, mental, or 

sexual harm that causes, or is likely to cause, impairment to the child’s physical, 

mental or emotional health. Select from drop-down menu. When the user selects 

more than one abuse type, the drop-down menu will be automatically displayed 

for an additional selection. 

Figure 5.6 

 

 

 

 

 

 

 

 

 

 

20. Alleged Maltreatment – Alleged maltreatments will be selected from a drop-

down menu. The alleged maltreatments are those that are initially entered into 

the abuse report, or those stated by the protective investigator who referred the 
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case to CPT.  The user may select from a drop-down menu, or type in the 3 digit 

code in the first field. 

 

 

o Alleged Maltreatment Type – Select type for the specified 

maltreatment.  

  

The user must select a type, or else the alleged maltreatment selection 

will not be saved. Once a maltreatment selection and type is selected, the 

system will lock the entry, allowing the user to select another option if the 

need be. 

 

 



SATIS User Guide  November 2015 

Section 5  Page 23 

Figure 5.7 

 

21. Summary of Abuse/Reason for Referral – Summary of the abuse report and 

the reason for referral. Maximum amount of characters in set to a limit of 5,000. 

(Required field) 

 

After updating, the user is also able to navigate to the Service screen by clicking on the 

“Go to Service” button, on the bottom of the Intake screen (refer to figure 5.3.1).   

As always, click “update” to save and finalize data 

entry on the screen.  
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Section 6 
Service 

6.1 Service Information Search 

The Service screen tracks all services provided by the SATP therapists to the sexually 

abused children or family members. Input to this screen is subsequent to the Intake 

screen and is linked to the Intake screen by the abuse report # and client ID.  A user 

searches SATIS for service records by accessing the main menu (shown below) and 

entering the client’s ID number, or the client’s name.  

 

Figure 6.1 Main Menu  

 

 

Once a search is submitted, the results are returned in the format noted in figure 6.2. 

Note that a user cannot search for services by an abuse report number. To access a 

specific service from search results, a user will click on the abuse report number in the 

list and an individual service screen will display. Users may go to a specific intake 

screen by clicking the intake sequence number, or go to a demographic screen by 

clicking the on the client’s ID number. 

 

If there is only one SATIS service entry for the specified intake, the user will be brought 

directly to the Intake create/update screen for that record.   
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Figure 6.2 Service Search Results 

 

 

The following columns of information are returned for each record for the user to identify: 

1. Abuse Report Number – Links to the Service record page for corresponding 

Client ID. 

2. Intake Number – Links to the Intake record page for corresponding Client ID. 

3. Client ID – Links to the Demographic record page for corresponding Client ID. 

4. Name – Name of client. 

5. Funding Source – Name of the funding source. 

6. Provider Name – Name of the service provider. 

 

6.2 Service Create/Update from Intake  

In order to create a new service record for an intake, it is necessary to first select the 

intake (see figure 5.3 for reference). Users may access this page by clicking on the “Go 

to Service” button, found on the bottom of the Intake screen. When clicked, it will direct 

the user to a new service screen for inputting updated and new information – shown in 

figure 6.2 
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Figure 6.3 New SATP Service Information  

 

6.3 Service Screen: Instructions for Data Entry 

Data field descriptions and parameters for the Service screen are as follows: 

1. Client ID – Client’s ID number that is auto populated from the Intake page. 

2. Name – Name of client that is auto populated from the Demographic page. 

3. Abuse Report Number – Client’s abuse report number that is auto populated 

from the Intake page. 

4. Law Enforcement Number – Client’s law enforcement number (if applicable) 

that is auto populated from the Intake page. 

5. Funding Source – Funding source of the service provided. Select from a drop-

down menu. 

6. Service Date – The date the service is provided in the 

format of MM/DD/YYYY. 

7. Service Type – The type of service that was provided in 

which VOCA will reimburse. 

 Case Management 

 Family Therapy 

 Group Therapy 

 Individual Therapy 

8. Number of Units – One 15 minute increment equals 1 unit of service.  
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9. Provider – The SATP therapist providing the service. 

10. Comments – Text field with 5,000 characters to insert any extra comments 

about the service information. Any text in excess of 5,000 characters will not be 

saved when the record is updated.   

 

To Insert each Service, click the Add button to the right of each service.  Then click 

[Update] at the bottom of the screen to save the service inserts. 

NOTE: In order to add another group of services for a different Funding Source, the user 

must click on the “Add” button found on the bottom of the service page (refer to figure 

6.2).  
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Section 7 
Provider 

 
7.1 Provider Search Screen 

The Provider screen contains information regarding individuals who provide services. 

This screen will include data fields self contained to this specific SATIS screen. A user is 

able to search for provider information records by SATP Office Code and the Provider 

Name.  Once a search is submitted in the field on the menu bar the results are returned 

in the format as illustrated below. 

 
Figure 7.1 Provider Search Results 

  

 
 

The following columns of information are returned for each record to help identify it: 

 

1. Provider ID – Four-digit numeric ID automatically assigned by SATIS when 

provider record is created. 

2. Name – Name of client formatted by last name, then first name. 

3. Address – Street address of provider’s business. 

4. City – City of provider’s business. 

5. State – State of provider’s business. 

6. Phone – Telephone number of provider’s business. 

7. SATP Office – The SATP office that the provider is associated with. 

8. Active(Y/N) – Active or non-active provider. If the provider active status is N, 

the corresponding provider’s name will not appear in the respective drop-down menus. 
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7.2 Provider Information Screen: Instructions for Data Entry 

In order to add a new provider, the user must use the menu bar on the left, and click on 

the “New” option, then click on “GO!” as indicated in Figure 7.2.1 below. 

 
Figure 7.2 SATIS Menu 

 

 
 

The results are returned in the format indicated in Figure 7.3. 
 

Figure 7.3  New Provider Screen 
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This screen is used to enter all providers, including staff members, into the database. All 

fields colored in red are mandatory. Also, the “Active” field will be automatically selected 

when creating a new provider. Data field descriptions for the Provider page are as 

follows:  

1. Provider ID – Provider’s ID that is being added. 

2. Last Name – Provider’s last name. This field holds a maximum of 20 characters. 

3. First Name – Provider’s first name. This field holds a maximum of 16 characters. 

4. Address – Street address of provider’s business location. This field holds a 

maximum of 22 characters. The user may use the second address field if additional 

space is needed.  

5. City – City of provider’s business location. 

6. Phone – Telephone number of provider’s business location. 

7. SATP Office – SATP office the provider is associated with (drop-down menu). 

 
 

8. Type – Provider type (drop-down menu). 
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9. State – State of provider’s business location (drop-down menu). System 

automatically selects Florida as the default state.  

10. County – County of provider’s business location (drop-down menu).  

11. Zip – Zip code of provider’s business location. 

12. Active – A checked box indicates that the provider is active; an unchecked box 

indicates that the provider is not active. The system automatically selects new providers 

as active. 

Important Note: Users must keep this field up-to-date since it determines which 

provider will be displayed in the corresponding drop-down menu throughout the SATIS 

system. 
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Section 8 
Referred No Service 

8.1 Referred No Service  

The Referred No Service page contains information regarding the total number of 

referrals to the program that ultimately resulted in services not being provided to the 

client. 

Figure 8.1 Referred No Service 

 

 

8.2 Viewing Referred No Service Search Results 

To view the number of Referred No Service records, users should select a SATP office 

from the drop-down menu as shown below.  

Figure 8.2 Viewing Referred No Service Results 

 

 

Once the user selects an office location, the system will display a table of results (if 

applicable) that it has pulled from its database.  

Figure 8.3 Search Results 
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The following fields of information are returned: 

 Delete – If the user has the correct level of authority in the system, this gives the 

user the ability to delete the record of the non-serviced referral, if the need be. 

 Month/Year – The month and year of the non-serviced referrals. 

 # Referred No Service – The amount of non-serviced referrals that occurred at 

the corresponding SATP office location during the specified month and year. 

If the specified office does not have any non-serviced referrals recorded, the system will 

display a message of “No Records Found.” 

 

8.3 Adding Referred No Service Documentation 

Users can add a record of Referred No Service by selecting the date and the number of 

referrals that did not receive services for that month; and then by clicking the “Add” 

button. 

Figure 8.4 Adding Referred No Service Documentation 

 

 

8.4 Instructions for Data Entry 

1. SATP Office – Office of the non-serviced referrals (drop-down menu). 

2. Date – Date of the referral that did not receive service (MM/DD/YY). 

3. # Referred No Service – Number of referrals that did receive service during 

the specified month. 

4. Add – Adds the new record for the specified SATP office. 
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Section 9 
Reports 

9.1 SATIS Report Menus 

SATIS generates VOCA and management reports based on individual or statewide 

program data. Each regional program office is responsible for ensuring that data in 

SATIS is accurate and up to date. Program coordinators and service providers are 

expected to review information being entered in the system to ensure the accuracy of 

SATIS reports. 

Figure 9.1 SATIS Report Menu 

 

 

Reports can be selected from the drop-down menu that is located on the menu bar. The 

menu provides a list of report searches that collect data according to the user’s criteria.  

Search fields include date range of report, and a SATP office code drop-down menu. 

Once a user inputs the criterion, the user will click on the “Report” button in order to 

generate the specified report. All reports include the name of the report, the SATP office 

code, the date range entered, and the date and time the report was accessed for 

printing. 

Once the report is successfully generated and displayed, the user can save the report in 

different formats such as PDF, MS Excel, MS Word or RTF file. The user may also print 

the report, and/or close the report and re-run the report with different criteria inputs.  
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9.2 Exporting, Printing, & Saving Management Reports  

Once the specified report is successfully generated and displayed, the user can save the 

report in a different file format, print the report, and/or close the report and re-run the 

report with different criteria.  

Each report form has a small menu in the upper left-hand corner as displayed below in 

figure 9.2. 

Figure 9.2 Management Reports Menu 

 

 

The first icon on this menu, a small floppy disk, controls the export function. Clicking the 

export icon, will allow the user to access a pop-up menu as shown in figures 9.3 and 9.4 

below. 

Figures 9.3 & 9.4 Management Reports Export Menu 

 

 

From this menu, users can select the type of 

export from the drop down menu shown on 

the right and select a page range. Clicking “Export” will allow the user to access MS 

Word’s file download menu, from which the report can be saved or opened, or the user 

can cancel the export and go back to the menu.  
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Figure 9.5 Management Reports Print Icon 

 

 

The second icon on this menu is the print icon. Clicking the print icon allows the user to 

access MS Word’s traditional print set up menu. From here, users can print to any 

networked printer. 

Figure 9.6 Management Reports Parameters Icon 

 

The parameters icon controls a menu within each report that links the user to related 

reports of the same type. Figure 9.7 below demonstrates the report pane where related 

reports will be displayed, if they exist. To access a related report, users simply point the 

cursor on the report name in the pane and click. 

Figure 9.7 Parameters Report Pane 
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The highlighted area, titled “Main Report,” will contain the names of any related reports 

if, existing. Clicking the “parameters” icon on the reports menu will hide or show this 

menu. 

To quickly move through the pages of any management report, users can employ the 

page selection icon on the reports menu shown below in figure 9.8. 

Figure 9.8 Page Selection Icon 

 

 

Users can move back and forth through the report by clicking on the small arrows on 

either side of the page number field, or by entering the preferred page number into the 

field and hitting “enter” on the keyboard. 

The final icon on this menu is the zoom icon. As demonstrated below in figure 9.9, users 

can select the size of the report on the screen by clicking the preferred zoom percentage 

in the drop down menu. 

Figure 9.9 Zoom Selection Icon 

 

 

 

 

 

 

 

 

 

 

The correct way to exit out of any management report is to click “file” and then “exit.” 

Users are asked not to click the “x” at the top right hand corner of the screen to exit from 

a report.  

 

9.3 VOCA Monthly Performance Reports 

SATIS generates the following list of reports. Examples of all reports are found in 

Appendix A in the back of the manual.  
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1. SATP Client Demographic Information - Provides a summary of the demographic 

information of new clients served. According to VOCA, a child will not be considered 

as a new client until he receives his first service. Two versions of the report are 

available: statewide data and program data by county. If no program has been 

selected in the SATP drop-down menu, statewide data will return. The type of data 

that is returned is as follows: 

 Number and percentage of the clients by age group 

 Number and percentage of the clients by gender  

 Number and percentage of the clients by race 

 Number and percentage of the clients by disability 

2. SATP New Clients Served by Month and Type of Client (VOCA) - This report 

provides a summary of the new clients served by month and by abuse type. If a client 

has more than one abuse type, e.g. both physical and sexual abuses, the client will 

be counted under the category of sexual abuse. Two versions of the report are 

available: statewide and program data. If no program has been selected in the SATP 

drop-down, the statewide data will return. The type of data returned is as follows: 

 Target number 

 Number and percentage by month  

 Total number (of new clients served) 

 Type of client (physical abuse, sexual abuse, etc) 

 Total of all victims reported 

3. SATP New Clients Served by Month and Type of Service - This report provides a 

summary of new clients served by month and type of service. Two versions of the 

report are available: statewide and program data. If no program has been selected in 

the SATP drop-down, the statewide data will return. Type of data that is returned is as 

follows:   

 Number and percentage by month (of new clients) 

 Total number (of new clients) 

 Type of service (family therapy, group therapy, etc) 

 Total of all services 

4. SATP Number of Services Provided by Month - This report provides the number of 

services by type of service and by month, as well as the reimbursed amount for the 

services. The report includes the following information: 

 Type of service ( family therapy, group therapy, etc) 
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 Number and percentage by month 

 Total number and percentage of services 

 Total number (by type of service) 

 Total reimbursement amount (in dollars) 

Note: on this particular search screen, the user may click on the “(VOCA) Monthly 

Performance Report.” This report is used to provide the Office of the Attorney General 

(OAG) with information related to the VOCA program activity for a particular period of 

time. 

5. SATP Caseload by County - This report provides a summary of a staff member 

caseload (including all cases entered into the system). The following data that is 

returned is as follows: 

 Child’s county 

 Open beginning of period (number of cases open in beginning of period)  

 Initiated (number of cases initiated during specified period) 

 Terminated (number of cases terminated during specified period) 

 Open end of period (number of cases open at the end of the specified period) 

 Number served by VOCA (number of cases served by VOCA during the 

specified period) 

6. SATP Monthly Report Data - This report gathers data to support the provider’s 

delivery of contractual services. The report captures the numbers for the previous 

month. SATP programs are required to report this statistical data by the 15th of each 

month.  

7. SATP Referred No Service - This report gathers the total number of referrals within 

the specified SATP office and date range search criteria that did not receive services. 

8. SATP Intakes – Line list of Intakes by SATP team and date range. 

9. SATP Services – Line list of Services by SATP team and service date range. 

10. SATP Terminated Cases Line list of cases terminated by SATP team and 

termination date range. 
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Section 10 
System Guide (User Manual) 

The latest version of the SATP System Guide (User Manual) will launch into view when a user 

clicks on the System Guide option found on the Main Menu. A user will be able to save a copy 

of the user manual in a PDF format to their desktop computer and reference this guide as 

needed. 

Figure 10.1 System Guide 
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Appendix A: Reports 

1. SATP Client Demographic - See page 40 of Section 9 for instructions. 

 
 

2. SATP Client Served (VOCA) - See page 40 of Section 9 for instructions. 

 

 

 

3. SATP Clients Served Service - See page 40 of Section 9 for instructions. 
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4. SATP Number of Services - See page 40 of Section 9 for instructions. 

 
 

 
 
 
 

5. SATP Caseload by County - See page 41 of Section 9 for instructions. 
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6. SATP Monthly Report Data - See page 41 of Section 9 for instructions. 
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7. SATP Referred No Service - See page 41 of Section 9 for instructions. 

 
 

8.  (VOCA) Monthly Performance Report - See page 41 of Section 9 for 
instructions. Found on the Number of Services report screen (see page 40).  

 
Introduction 
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Page 1 
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Page 1 – Other Victims and Services 
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Page 2 – Other Services 
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Definitions 
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Appendix B: Office Codes 
 

Office Code Office Name 

01PN SATP Pensacola 

02PC SATP Panama City 

03TL SATP Tallahassee 

04JX SATP Jacksonville 

05PA SATP Pasco 

06MA SATP Manatee 

07OS SATP Osceola 

08BV SATP Melbourne 

09SA SATP Sarasota 

10FM SATP Fort Myers 

11NA SATP Naples 

12PB SATP Palm Beach 

13DB SATP Daytona Beach 

14WH SATP Winter Haven 

15SL SATP Stuart 

 


